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INTRODUCTION 

  
Riverchase Career Connection Center (RC3) is a collection of career academies 

focused on employability, career credentials, and academic excellence. It accomplishes this by 

simulating workplace culture, integrating and applying academic content, and inviting local 

industry partners to support and guide career training to ensure its relevance and rigor.  RC3’s 

commitment to these learning conditions requires expectations of behavior that extend above 

and beyond the Hoover City Schools Student Code of Conduct.  These expectations do not 

replace but are in addition to the Student Code of Conduct.   

Students are called ‘Team Members’ in this environment, and this Simulated Workplace 

Team Member Manual describes those expectations.  Participation and progress in an RC3 

career academy requires team member acceptance of and continued compliance with the 

expectations set forth in the code of conduct and this manual.  This manual is intended to be a 

teaching document, and team members are expected to ask questions of faculty and staff 

members if there is any doubt regarding expected behavior in a particular situation.  The safety 

of everyone depends on this expectation of clear communication. 

The most important element in an effective workplace culture is a commitment to 

safety.  The creation of realistic working conditions means that there are pieces of equipment 

and particular tools in all academy labs that can cause serious injury and even death if strict 

safety protocols are not followed.  Team members will be given instruction and supervision in 

the proper use of equipment and tools, and team members can and will be dismissed from RC3 

if they are unable to follow safety protocols. 

Employability is also an essential component of an effective workplace 

culture.  Employability is the personal attitudes and behaviors that will help a person get and 

keep a job in today’s workforce.  At its most basic level, being employable means showing up 

for work on time, following supervisor instructions, having pride in the quality of your work, and 

accepting responsibility for mistakes.  Team members can and will be dismissed from RC3 if 

they cannot demonstrate progress in growth as an employable worker.   

Welcome to the world of work.  Read this manual, ask lots of questions, be careful, and 

grow into an employable and highly desired team member in the profession of your choice.   
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RC3 Faculty and Staff 

 
Office Staff 

 
CTE Director:   Ron Dodson 
CTE Specialist:   Natalie Coleman 
CTE Counselor:   Helena Young 
Secretary-Bookkeeper:  Patty Fitzgerald 
School Nurse:   Melea Moore 
Custodian:   Hiroshi Geeslin 
Custodian:   Samantha Monte 
Custodian:   DeAntrance McCain 

 
Faculty 

 
English Teacher:   Sarah Kate Carter (morning only) 
English Teacher:   Karen Dillard 
English Teacher:   Kristy Louden 
English Teacher:   Rebecca Mantooth 
English Teacher:   Lucy Rice 
English Teacher:   Robert Wright 

 
Mathematics Teacher:  Benjamin Brooks 
Mathematics Teacher:  John Murphree 
Mathematics Teacher:  Andrew Poker 
Mathematics Teacher:  Lynn Stuckey (morning only) 
Mathematics Teacher:  Nicole Thompson 
Mathematics Teacher:  Robert Turner 

 
CTE Culinary Arts Teacher: Chris Villa 
CTE Culinary Arts Teacher Aide: Patrice Fitzgerald  
CTE Cyber Innovation Teacher: Vinny Chiaramonte 
CTE Cyber Innovation Teacher: Pamela McClendon 
CTE Fire Science Teacher  Landon Johnson (Hoover FD) 
CTE Fire Science Teacher  Jeff Otwell (Hoover FD) 
CTE Health Science Teacher: Andrea Caprara 
CTE Health Science Teacher: Tanya Kendrick 
CTE Health Science Teacher: Jason Zajac 
CTE Health Science Teacher: Lindsay Weeks 
CTE Skilled Trades Teacher: Brian Copes 

 
Business Education Teacher: Mercer, Rebecca (morning only) 
Driver Education Teacher:  Fuqua, Durrell (morning only) 
Health Education Teacher:  Michael Winstead (morning only) 
Spanish Teacher:   Ashley Downs (morning only) 
Spanish Teacher:   Auna Bailey (morning only) 

 
Special Education Teacher:  Claudia Ducksworth (morning only) 
Special Education Teacher:  Jennifer Williams  

 
Technology Coach:  Melanie Haynes 
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RC3 Employability Consequence Matrix 
 

Students will be fired/dismissed back to their base school at the accumulation of 8 points.  Points are 
reset at the beginning of each semester.  Students that have been fired/dismissed may reapply to RC3 
the next school year.  See Hoover City Schools code of conduct for a list of Class I, Class II, and Class 
III offenses. 

1-Class I Offenses = 0.5 Point 
1-Class II Offense  = 2 Points 
1-Class III Offense = Dismissal 

 

Points Disciplinary Action 
1  

 
Redirection and Verbal Warning 

Teacher/Student Conference 
Counseling Services 

2 

3 

4 Initiate Performance Review (see team member manual) 
Teacher/Counselor/Parent or Guardian/Student Conference 

5  
 
 

Administrator/Counselor/Teacher/Parent/Student Conference 
6 

7 

8 Dismissal 
Administrator/Parent/Student Conference 

 

Employability Penalties 
 

Class Employability Behavior 

 
 

Class I 

Not calling ahead by 8:15 am (morning) or 12:15 pm 
(afternoon) to report absence 

Not clocking in/out  
Failure to report to work on time (3 times = 1 
unexcused absence) 
Unexcused absences (3 times = Class I) 

Not responding to supervisor communication 
(electronic messaging from teacher or office staff) 

Class II Not following safety procedures 
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Dress Code 

 

RC3’s objective in establishing a dress code is to permit team members to work comfortably and 
safely within a learning environment that simulates working conditions for each career academy.  

 
Attire that is acceptable at a team member’s base school is not necessarily acceptable at RC3 due to 
the simulated workplace environment. Team members may be required to wear personal protective 
equipment, and certain jewelry, make-up, or clothing may not be allowed in particular areas.  Some 
types of clothing material will be unacceptable in certain areas 

 
Program specific guidelines will help the team members determine appropriate dress for their area. 
Since some areas of the school have different dress requirements, what is acceptable in one area may 
not be appropriate in another area.  Career academy must clearly communicate program specific 
requirements, and once communicated, team members are responsible for following those 
requirements.  

 
Team members must also project professionalism at all times as one never knows if potential or 
current customers or guests may be present in the facility at any time. 

 
Special activities may require specific dress.  Examples of such activities are interviews, 
presentations, field trips, or work experience simulations.   

Inappropriate attire for work in any career academy includes: 

 Tank tops; midriff tops; halter-tops; tops with bare shoulders; sweatshirts 

 Trouser legs that are long enough to be a trip hazard 

 Torn, dirty, or frayed clothing 

This dress code policy cannot cover all contingencies; therefore, team members must exert a certain 
amount of judgment in their choice of clothing. If team members experience uncertainty about 
acceptable or professional business casual attire, they are advised to ask a supervisor for guidance. 

 

Shoes and Footwear 

Closed toe shoes are required for a simulated workspace environment.  Flip-flops, slippers, sandals 
or any shoes with an open toe are not acceptable due to safety concerns. 

Work boots with a steel toe may be required for some types of work in the Skilled Trades Academy. 
Students must have completed OSHA training and received permission from their base school 
principal to wear steel toe boots on the base school campus.   
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Jewelry, Makeup, Perfume, and Cologne 

Choices in relation to jewelry, makeup, perfume, and cologne should be made with consideration for 
safety and working with the general public.  Some jewelry can present special hazards in the 
workplace and may be restricted in some academies.  Some co-workers, customers, or visitors may 
be allergic to chemicals in personal care products, so team members are asked to be considerate of 
others. 

Body piercing and tattoos should be limited, and in some cases they may have to be covered in order 
to comply with safety requirements or customer service protocols.   

 

Hats and Head Covering 

Hats are not appropriate in the simulated workplace environment, except: 

 When required as part of personal protective equipment while working in certain areas. 

 When working outside in the sun.   

 When required for religious purposes or to honor cultural traditions. 
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Attendance and Clock In/Out 

 

Showing up to work on time, being where you are supposed to be, and minimizing absences are all 
fundamental and essential characteristics of an employable team member.   

Attendance 

Team member official school attendance data will be maintained at the base school.  RC3 office staff 
will report attendance information to the base school on a daily basis.  Excuse notes for absences 
can be submitted to the office in either location, and a team member can be checked in or out from 
either location.  RC3 office staff may have to contact the team member’s base school for guidance 
and information when resolving attendance questions or problems.   

ALL unplanned absences will require the team member to notify the office (205-439-1900) before 
8:15 am for morning shift and 12:15 pm for afternoon shift.  Team members must provide a reason 
for the unplanned absence, even if a doctor or parent note will be presented upon return.  If no one 
is available to answer the call, the team member should leave a voicemail message.  While a parent is 
allowed to make this notification, RC3 would prefer to hear directly from the team member if 
possible.  

Unexcused absences will result in an employability penalty: 
 

 3 failure to report to work on time (unexcused tardies) is defined as an unexcused absence. 

 3 failure to report (unexcused absences) is defined as a class 1 offense. 

 

Clock In/Out 

Team members are issued an ID badge that they are required to have in their possession at all times.  
This ID badge is used to clock in and clock out at stations throughout the building.  Students must 
clock in and out using kiosks located in the lobby of the school at the beginning and end of each 
shift.  Students must also clock in and out when they change stations throughout the building.  For 
example, a student would clock out of their career academy work area and then clock in at their 
classroom during a shift rotation.  The ID badge data is used to keep track of where students are 
located in the building at any given time.   

Team members must never use another team member’s ID badge.  If a team member has forgotten 
to bring their ID badge, there is a process for them to manually clock in or out at their stations.  
This takes longer, and hopefully the inconvenience will help the team member remember to bring 
their ID badge every day.  Keeping accurate records of your work hours is an essential employability 
skill.   
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Safety  

Workplace safety is about preventing injury and illness to all persons in the workplace. Therefore, 
it’s about protecting RC3’s most valuable asset: its people.   

To make the workplace safer, potential health and safety hazards must be acknowledged by 
determining where, what, and how a worker could potentially become injured or ill. It starts with 
analyzing individual workstations and program areas for hazards. Team members will be instructed 
in known health and safety hazards for their assigned career program area, and team members 
should always be alert to new or unusual conditions that can create new dangers.   

Certain specialized equipment and advanced procedures may be restricted to team members who 
have a minimum level of experience or who have received individual training and certification in 
their use. Failure to respect these restrictions would be considered a major safety violation, and the 
team member involved could be subject to firing/dismissal.    

Each career academy will have safety procedures that are unique to their working conditions.  Team 
members should never enter the workspace of another career academy unless they are given 
permission by the appropriate career academy teacher.   

While there are specific hazards unique to each academy’s workspace, there are some general safety 
practices that should be universal in all areas: 

 Team members observe and follow correct safety protocols.   

 Team members wear appropriate clothing and personal protective equipment (PPE) when 

required.  

 Safety and safety terms are part of the everyday language.   

 Workplace safety practices are part of everyone’s job description.   

 Safe and unsafe behaviors are clearly identified. 

 Consequences for unsafe behaviors are consistently enforced.   

 Team members are rewarded for promoting safety.   

 An awareness of safety concerns is evident in the interaction among team members and 

in their interaction with customers, co-workers, and visitors.   

 New team members are briefed on safety procedures.   

  

Injury and Illness Prevention 

The following strategies will be employed in each workspace area to minimize opportunities for 
potential injury or the spread of illness.  

 Administrative Controls-  Planning, training, and scheduling to change the behavior of 
people and reduce exposure to hazardous situations   

 Written Procedures and Safe Work Practices-  Clear, concise, and often reviewed 
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 Exposure Time Limitations-  Limiting time in working conditions that involve extreme 
temperature conditions or strenuous lifting 

 Monitoring Use of Hazardous Materials-  Limiting exposure when using chemicals and 
equipment that are inherently dangerous 

 Alarms, Signs and Warnings-  Clear signage, regular testing of alarms, and repeated verbal 
warnings 

 Buddy System-  Team members operating as a single operational unit in a dangerous 
situation so that they are monitoring and helping each other to stay safe 

 Training-  Explicit instruction in the appropriate use of a procedure or a piece of 
equipment and safe practices to avoid mistakes and injury 
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Service Learning Projects 

 
Service learning is a teaching strategy which combines classroom knowledge and skills with 
meaningful community service. Service learning projects utilize the learned skills to provide a service 
to their customer, school or community. 

 
Service learning is... 
A way of teaching and learning that engages all learners in hands-on academic projects within 
the community to meet learning objectives and strengthen communities. 

 
Service learning is not... 
Stand-alone projects...because service learning requires preparation, action and reflection that often 
results in asking tougher and bigger questions, and service learning only affects academic 
achievement when it is: 

• intentionally integrated with a specific training program; 
• aligned with standards; and 
• uses reflection activities that require higher-order thinking skills. 

 
Team members should document these projects in their portfolio. 
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TEAM MEMBER EVALUATIONS 

 
Team member evaluations will be used for team members that have accumulated 4 or more points 
on the employability consequence matrix. 

 
The work of these team members will be reviewed on an ongoing basis with the instructor providing 
a systematic means of evaluating the team member’s performance. 

 
The performance review is a formal opportunity for the instructor, counselor, team member, and 
parent to exchange ideas that will strengthen the team member’s working relationship and 
review his/her performance. The purpose of the review is to encourage the exchange of ideas in 
order to create positive change. 

 
All parties involved should attempt to arrive at an understanding regarding the specified objectives. 
This having been done, all parties should sign the performance review form, which will be kept and 
used as a guide during the course of the year to monitor team member progress relative to the 
agreed upon objectives. 

 
Performance Review and Planning: (see next page) 
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Performance Review & Planning Form 
 

Team Member Name:  Instructor:  

Program: Date: 

 

Performance Competencies 
Performance Area Needs 

Improvement 
Below 

Average 
Satisfactory Above Average Distinguished 

COMMUNICATION      

Expresses ideas and thoughts verbally  1 2 3 4 5 

Expresses ideas and thoughts in written form  1 2 3 4 5 

Exhibits good listening and comprehension  1 2 3 4 5 

Uses appropriate communication methods  1 2 3 4 5 

COOPERATION      

Establishes and maintains effective relations  1 2 3 4 5 

Displays positive outlook and pleasant manner  1 2 3 4 5 

Offers assistance and support to co-workers 1 2 3 4 5 

Works cooperatively in group situations 1 2 3 4 5 

Works actively to resolve conflicts 1 2 3 4 5 

DEPENDABILITY      

Responds to requests for service and assistance 1 2 3 4 5 

Follows instructions, responds to management 
direction 

1 2 3 4 5 

Takes responsibility for own actions 1 2 3 4 5 

Commits to doing best job possible 1 2 3 4 5 

Meets attendance and punctuality guidelines 1 2 3 4 5 

INITIATIVE      

Volunteers readily 1 2 3 4 5 

Seeks increased responsibilities 1 2 3 4 5 

Asks for help when needed 1 2 3 4 5 

JOB KNOWLEDGE      

Competent in required job skills and knowledge 1 2 3 4 5 

Exhibits ability to learn and apply new skills 1 2 3 4 5 

Requires minimal supervision 1 2 3 4 5 

Uses resources effectively 1 2 3 4 5 

PLANNING & ORGANIZATION       

Prioritizes and plans work activities  1 2 3 4 5 

Uses time efficiently  1 2 3 4 5 

Sets goals and objectives  1 2 3 4 5 

Works in an organized manner  1 2 3 4 5 

PROBLEM SOLVING  1 2 3 4 5 

Gathers and analyzes information skillfully  1 2 3 4 5 

Develops alternative solutions  1 2 3 4 5 

Works well in group problem-solving situations  1 2 3 4 5 

QUALITY 1 2 3 4 5 

Demonstrates accuracy and thoroughness  1 2 3 4 5 

Displays commitment to excellence  1 2 3 4 5 

Looks for ways to improve and promote quality  1 2 3 4 5 

Applies feedback to improve performance  1 2 3 4 5 

QUANTITY 1 2 3 4 5 
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Meets productivity standards 1 2 3 4 5 

Completes work in timely manner 1 2 3 4 5 

Works quickly and accurately 1 2 3 4 5 

Achieves established goals  1 2 3 4 5 

USE OF TECHNOLOGY 1 2 3 4 5 

Demonstrates required skills  1 2 3 4 5 

Adapts to new technologies 1 2 3 4 5 

Troubleshoots problems  1 2 3 4 5 

Uses technology to increase productivity 1 2 3 4 5 

TOTALS      

      

OVERALL SCORE __________ out of 250 

 
 

Areas for Growth and Development  
Area for Growth and Development Specifics/Details 

 
 

 

 
 

 

 
 

 

 

Goals 
Goal How it will be measured Timeframe 

 
 

 Check in date: 

 
 

 Check in date: 

 
 

 Check in date: 

 
Instructor Signature: ___________________________________________________________ 

 
Instructor Comments: ______________________________________________________________________ 
_________________________________________________________________________________________ 
 
Acknowledgement:  
I have reviewed this document and discussed the contents with my instructor. I acknowledge that I have been 
advised of my performance status, which does not necessarily imply that I agree with the evaluation.  
 
Team Member Signature: _____________________________________________________________ 
 
Team Member Comments: ___________________________________________________________________ 
_________________________________________________________________________________________ 

 
Parent/Guardian Signature: ___________________________________________________________ 

 



 

15 
 

 
Public Non-Discrimination Notice 

 
Equal Educational Opportunities  
 
All simulated workplace program opportunities will be offered regardless of race, color, national 
origin, sex or disability.   No student will be unlawfully excluded from participation in, be denied the 
benefits of, or subjected to discrimination in any program or activity offered or sponsored by the 
Board on the basis of race, ethnicity, color, disability, creed, national origin, sex, immigrant or 
migrant status, non-English speaking ability, or homeless status. 
 


